City of Fresno 135026
REVENUE MANAGER

Class Definition

Under direction, plans, organizes, and directs the activities of the Utilities, Billing and Collection Divison
of the Department of Adminigtrative Services.

Distinguishing Characteristics

The Revenue Manager is a divison head in the Department of Administrative Services responsible for
directing the activities of the Utilities, Billing and Collection Divison. The mgority of City revenues are
processed through this Divison and direct billingsfor localy collected revenues are performed by Divison
personnd. Reporting to the Assstant Director, the incumbent exercises consderable independent
judgement relating to the devel opment, revision, and implementation of the Divison’spolicies, procedures,
and collection sysems. This is an unclassified postion in which the incumbent serves a the will of the
Director of Adminigrative Services.

Typical Tasks

(This lig is neither inclusive nor exclusve. Consequently, this information may not reflect Essentid
Functions for this class))

Plans, organizes and directs, through subordinate supervisors, the activities of the Utilities, Billing and
Collection Divison of the Department of Administrative Services.

Evauates operationd policy and procedures, recommends and implements improvements.

Works with executive staff and supervisors in determining feasibility and procedures necessary to
coordinate billing, collections and accounting procedures based on the needs of user departments and
divisons.

Keeps informed on resolutions and ordinance additions and changes pertaining to revenue collection
matters, suggests and implements improvements in ordinances and regulations.

Anayzes and reviews methods, procedures, and forms; devel opsimproved billing and collection systems.

Renders decisons on hilling collection administration problems confronting other departments, and on
license.
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Develops, modifies, and implements proceduresto maintain quality control, accuracy, timelinessand code
compliance associated with the billing and processing functions being conducted.

Supervises the preparation of regular and specia studies and reports.
Prepares and controls the Division budget.
Performs related duties as required.

Knowledge, Abilities, and Skills

Knowledge of modern fee collection techniquesinduding utilization of computerized billing sysems (HTE)
for hilling, callection, reporting and delinquency follow-up.

Knowledge of word processing and extensive knowledge of computer systems and procedures.
Knowledge of modern leadership and supervisory management techniques and budgetary procedures.
Knowledge of modern motivational techniques and strategies needed for alarge, diverse workforce.

Ability to interpret and implement provisons of municipa ordinances and regulations pertaining to utility
services, such as water, sawer and disposal.

Ability to plan, assign, and coordinate the work of the Divison's employees performing complex
assgnments rel ative to operations and office procedures.

Ability to apply a strong emphasis on customer service baancing the lega requirements of the Fresno
Municipa Code with the unique circumstances each potentia customer brings.

Ability to develop office procedures and policies that promote good customer and employee relations.
Ability to establish and maintain effective working relationships.
Ability to communicate ordly and in writing.

Ability to gpply professond billing and collection principles, knowledge, and skills to the maintenance of
complex accounts and records.

Ability to understand that citizens, Public Utilities, and the City Council are dl “customers’.
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Minimum Qualifications

Graduation from an accredited college or university with a Bachelor’s degree in business adminigtration,
public adminigtration, finance, accounting or related field, and three years of adminigtrative experience at
progressively responsible levels. Additiona qualifying experience may be subgtituted for education on a
year-for-year basis.

Soecial Requirement

A vdid Cdifornia Driver's License may be required a time of gppointment.

APPROVED: DATE:
Director

MG:JC:CW:NAT:03/06/01



